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Welcome to the Payroll for Agencies course. This course is
intended to provide State of NC agencies with the ability to
display pertinent information regarding employee payroll. This
information includes: payroll results, calendars, and
miscellaneous reports.

Notes:
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Prerequisites

* BEACON Overview BC100

« SAP Basic Navigation BC110

« Payroll Overview PY200

* Process & Policy Changes PY210

Slide 2

' ' _ Notes:
For maximum understanding of this course, please ensure that

you have completed the above prerequisites.
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SAP Training — Welcome

Welcome to the Payroll for Agencies course.

Introductions

Sign the Training Attendance Sheet
» Classroom Etiquette
 Cell phones off

* No side conversations
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_ _ Notes:
Please make sure you receive the credit you deserve for

attending class by signing the attendance sheet.

Also ensure that others have a quality training experience.
Please turn your cell phones off during class so others are not
disturbed.




PY300 - Payroll for Agencies

Welcome: Strategy for Training

Instructor will discuss the process,
responsibilities, and describe the
transactions — LISTEN

Instructor will demonstrate job-related
tasks performed in SAP - HANDS OFF

Student will complete the exercises which
allows for hands-on practice in class -
HANDS ON

Instructor will be available to answer
questions while the students complete the
exercises

beacon

Naorth Carolir
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The Strategy for Training is a proven method of learning the
most from this course. Please give your instructor your
undivided attention when a demonstration is in progress. Be
assured that ample consideration has been given for time to
complete the hands on exercises.

V3 041108

Notes:
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_ The Parking Lot hl“m

o Parking Lot

« Ideas to be covered at a later
time

« Items for follow-up outside of
class

 Interesting ideas or tonics that
you may not be able to anply
right away due to some barrier (to
be discussed at the end of the
program)
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Notes:
The Parking Lot poster will be used to record any concerns,
expectations, and questions that cannot be answered during
the class. If needed, your Instructors will follow up with
answers to questions that could not be answered in class.

When you think of a concern, ask the instructor. If the
instructor /navigator cannot answer the question, it will be
forwarded to the BEACON office. The Training Solutions
Center will contact the subject matter experts to determine an
answer and will notify the instructor of the answer.

The instructor will share the answer if it is received before the
end of class. If an expectation or concern cannot be addressed
in class, the instructor will place it on a parking lot, research it,
and provide the class with a response at a later date.

V3 041108
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Course Objectives

Upon completion of this course, you should be able to:

« Display agency specific infotypes.

» Define payroll processing specific terms and concepts.

Display the wage type reporter.

« Display and examine the payroll reports.

Slide 6

Notes:
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Course Map

s 7
Lesson 1: Payroll Processing

; -
Lesson 2: SAP Payroll Basics

; -
Lesson 3: Agency Payroll Display

: -
Lesson 4: Payroll Reports

; J
Lesson 5: Payroll for Agencies Review

. J

Slide 7

Notes:
This course includes five lesson modules.
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Course Map N
Lesson 1: Payroll Processing

e 7
Lesson 2: SAP Payroll Basics

; -
Lesson 3: Agency Payroll Display

> -
Lesson 4: Payroll Reports

; J
Lesson 5: Payroll for Agencies Review

. J
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Notes:

The first lesson of the course will be a detailed view of payroll
processing for the State of NC. This lesson will include some of
the basics learned in the Payroll Overview course.
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Explain the details of payroll processing to include the
calculation of gross & net pay, statutory, and voluntary

deductions.

« Describe essential master data needed for payroll processing.
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Notes:
The objectives of the lesson are to further explore payroll

processing as it applies to the State of NC as well as what is a
HR employee master data and how it applies to payroll.

Statutory and voluntary deductions will be explained further into
the course.
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HR/Payroll Project Overview

Replacing 3 Systems...
..with 1 HR/Payroll System

PMIS
& Web Portal Access
;,‘,: ! Employee
=4\ self Service

Central i @-

Payroll - Manager Self

Service
DOT
Payroll
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In PY200 Payroll Overview, we learned that the BEACON
project is a statewide collaboration to standardize the business
processes in human resources, payroll, budget management,
taxation, data storage, and accounting.

The Implementation of SAP will replace the following three

systems:
« PMIS
*  Central Payroll
 DOT Payroll

The SAP payroll module integrates with and accepts data from
other modules such as Personnel Administration, Employee
Self-Service, Benefits, and Time Management to accurately
calculate payments to State employees and contractors.

V3 041108

Notes:
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Payroll Processing

Shared Services located within the Office of the State

Controller.

supplements.

« Individual payroll offices at participating agencies will be

beacon

Naorth Carolir

« Operations of payroll processing will be supported by the BEST

responsible for entering agency specific payroll deductions and

Slide 11

The BEST Shared Services will perform all gross-to-net
calculations, including computation of tax withholdings, and any
employer matching and contributory costs. The SAP system will
also maintain employee master data that will contain certain
year-to-date data on each state employee.

The State of NC will be using the SAP Human Resource
module as their system of record for all state employees and
the SAP Payroll module for paying state employees.

Notes:
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Remuneration Statement

3
un Ooe Oote

mamw

Remuneration statement

Fay Ferioa. ©5/01/1007 through 8573112087
Check Date: 05/31/2007
=

Pern
DUMSELOK

Earnings Beduct ont

Correst 3,514.8 1,30 .84
1

13,704 02 5,790 50

Employee Self
Service (ESS)

- 0 cge DNE BEAS 00 06
|

Fersoone] No: §I006917
11 nguaney

o Trusted st

¢ The terms "pay statement" also mean "remuneration
statement".

S|
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Remuneration statements are detailed list of amounts and
information for employees per payroll period. This usually

includes:

Gross amount (for example, payments)

Net amount (gross pay minus taxes minus deductions)

Deductions (for example, combined campaign)
Additional information (for example, organizational

assignment, leave, notes to the employee)

OSC will no longer print and distribute pay statements to State
employees. For employees using ESS, using the My Pay tab

will give the ability to view and print an employee pay

statement. Printing will be at the discretion of each agency.

V3 041108

Notes:
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Payroll Equation

Gross Pay |—Minus | peductions _ECITUL.
0

Net Pay

Statutory Deductions Voluntary Deductions

Examples include: Examples include:

e Tax e Health Insurance

* Garnishments * NC Flex

* Retirement » Agency-Specific Deductions
Slide 13

We learned in PY200 that the process of payroll is to calculate
pay for work performed by individual employees. To understand
how pay is calculated we need to explore the payroll equation.

When payroll is processed gross pay is calculated for each
employee. Gross pay is the calculation of employee earnings.
Examples of gross pay include; regular pay, shift pay, premium
pay, and overtime pay.

Deductions actually exist in two separate categories: Statutory,
and Voluntary. Statutory deductions are required by law.
Examples include: Tax, Garnishments, and Retirement.
Voluntary deductions are always requested or authorized by the
employee. Voluntary deductions include: Health Insurance, NC
Flex, and Agency-Specific Deductions.

Net Pay is gross pay minus all deductions. Net pay represents
the employee’s pay, and the amount deposited in their
respective checking and/or savings accounts.

Let’s take a detailed look at each part of this equation!

Notes:
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Gross Pay

beacon

North Carolina
he State Controller
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- Employees gross pay is calculated using several factors

Time worked

[ HEE
List Eod Oolo Sysiem  Hulp

(7 TAH e DHR Dnon @ 26

Remuneration statement

Pay Period. BS/01/208T through 05/31 /2087 Name . Wathy Mardick Personnel o, 93080512

Checs. Date  DS/31/2007 Organization. 1801-Juventle Justice Delinguency

Check # DDGDDBOSOAISE Personnel Subarea NCO1-Tday Nora

KL Growp A-SPA Enployees Dusiness Area: 1009-Juvenile Justice

EE Subgroup B1-FT §-FLEAOT Farm Cost Canter 1RASANEH- Juvenile Justice

Fosition 50800520 1) COUNSELOR Work Schedule

Earnings Peductions Tanes Mol Pay  Deductions Current Yio

Current 3,514.61 - 1,331.04 - BAT.TO = 1,534.58 TSRS EE 210,08 027 56

Y10 13,784,02 - 5,200 54 - 2,520.35 = 5.803.13 'DIROP-403b Jefferson PA1  1,000.00 4,000.00
1Cars PT 109.09 300,80

Earnings Hours Currant Yo 1Care Pre Plan PT 180 &0
[ Flex Life Ins PT a7 20 18

Regular Galary nn B.658 63 [ Flax Cancer PT 11,26 cENE S

EnTL Premius 10T 92.09

Comp Time Payout 14978 tal Deductions 1.3 e 5,280 .54

Miverse Veather 17873

Military LeaveActive Duty 176,00 3,514.72 3,514.72

Faid Holiday 159, 76

Tatal Earnings 3,514 01 13,764 82
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In PY200 Payroll Overview, the discussion on integration of SAP
modules presented the concept of the Time Management module.
Employee work hours are recorded in the employee’s time records in the
SAP HR/Payroll system. This is completed with transactions of the Time
Management and/or ESS modules.

The Time Management module updates the employee’s time record in
the SAP HR/Payroll system on a regular basis with information
regarding:

. Working hours (time and attendance)

. Absences (vacation, sick leave, FMLA)

. Shift work

. Overtime

. Longevity

The above information is maintained via infotypes that become wage
types used during the processing of payroll.

When calculating gross pay for employees, several factors are taken into
consideration. Each employee is assigned a basic pay amount to
correspond with their working time. This pay amount can be based on
their pay frequency (i.e. monthly, or biweekly). In addition to the basic
pay, some employees are subject to work overtime. The SAP system
will calculate overtime pay for these employees based on time and
payroll rules. If the working time for an employee occurs during the
night, during the weekend, or on a public holiday, the SAP system will
calculate the appropriate pay per employee.

Notes:
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Deductions

» Examples of Voluntary Deductions include:

Voluntary Supplemental Retirement Plans (ie, 401-K)

United States Savings Bonds
— Medical Insurance

NC Flex Plans

Supplemental Insurance
» Examples of Statutory deductions include:

Retirement Contributions

Social Security (FICA) withholdings

Federal Income Tax withholdings

State Income Tax Withholdings

Garnishments

Slide 15

Voluntary Deductions Notes:

Employee enrollment will be facilitated through the Benefits
module of SAP or infotype 14, recurring deductions. Payroll will
retrieve the monthly costs of the plans from Benefits.
Deductions and deduction frequencies are attached to the plans
in payroll. Payroll can deduct according to employee’s pay
frequency.

Deductions can be prepaid prior to an employee going on leave
so they still process while the employee is not receiving any pay.

Statutory Deductions

All State of NC employees must complete a W-4 Employee’s
Withholding Allowance Certificate form and the appropriate state
withholding form. Form W-4 is used to claim withholding for
federal income tax, and the appropriate state with form is used
to claim withholding for state income tax. Withholding
allowances determine how much income tax is withheld an
employee’s earnings.

Garnishments are considered a statutory deduction that
deserves a more detailed discussion.

V3_041108 Page 15
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Garnishments

» All appropriate garnishment rules (non-exempt amounts and
disposable net) will be built in SAP.

Services for processing.

» The order will be keyed into SAP and generate a notification
letter to the employee when requested.

» A letter will be sent to the originator of the garnishment when
the employee separates.

» Aresponding letter will be sent to the court or organization
issuing the garnishment order.

* When payroll executes on the next normal cycle or in an off-

cycle process, the appropriate deductions will be taken from
the employee’s pay.

» All garnishment orders will be forwarded to the BEST Shared

EACON
orth Caroling

Controller

Slide 16

All appropriate garnishment rules will be built in SAP.

Setting up of new garnishment orders will involve forwarding all
original document to BEST Shared Services. BEST Shared
Services will not accept copy or fax garnishment orders. Priority
of multiple garnishments is handled in configuration and setup of
garnishments.

All active garnishments are owned by BEST Shared Services.
Inactive employees will be the responsibility of the agency.

Notes:
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Net Pay

deductions and taxes are taken out of the gross pay.
* Net pay is paid by direct deposit.

* Net pay is the amount an employee can take home after all

@ 1ideae CnR noon 50 om

] EEEW
Linl Edit Golo Systern  Hulp

Remuneration statement

Pay Period: 05/01/2007 through 05/31/2007 Mame: Kathy Mardick Personnel No: 93000512
Check Date: 05/31/2007 Organization: 1801-Juvenile Justice Delinquency
Check #: 000000500381 Personnel Subarea: NCO1-Tday Morm
EE broup A-SFK Employees Business Area. 16U0-Juvenile Justice
EE Subgroup: B1-F1 5-FLSAUT Pera Cost Center: 15000900 - Juveni le Justice
Fosition LSU9HEYZY- JJ COUNSELUR Work Schedule
Earnings Deductions laxas Het Pay Qeductions Current T
Lurrent 39148 - 1,391.84 - a7, 78 1,934.98 WSERS EE Fal B 2T 6e
¥ip: 13,794,892 - 5,200 .04 - 2,520.35 9,983.13 FOLJOP-403b Jettferson P11 1,098, 00 4,00 . ge
rifare PT 188 88 200 80
Farnings Hours Currpnt YTb TriCare Pre Plan PT 188 88
HC Flex Life Ins PT a.7n 2018
a1t 0,888 .83 NG Flex Cancer PT 11.26 378
a2 ap
140 T8 Total Deductions 1,331 84 5,28 54
170 73
3,514 72 3,514.72
Patd Holiday 158,76
Total Carnings 3.514 .64 13,794 .02

] 4](x]
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The Net Payroll component of SAP processes garnishments,
deductions, taxes, and benefits for employees during a payroll
run. Net payroll processing is based on wage types entered in
SAP employee master data as well wage types that are
calculated in the Gross Payroll component. Net payroll
generates a results table containing wage types and amounts for
all employees in a payroll run. This table serves as the basis for
all output from the SAP Payroll system, such as third-party
remittances and statutory deduction reporting.

Notes:
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beacon

Deduction Priority

* What happens when an employee does not have enough net
pay to capture all deductions?

— All deductions are given a deduction priority (pretax and deferred
taxes first, deductions second, garnishments third, then other
deductions prioritized).

— All deductions are given a setting of how they should process if

the employee does not have enough to deduct the full deduction.

State Controller

Slide 18

Notes:
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Payroll also uses employee master data to process payroll. Each
employee has a master record that consists of data organized into
infotypes. Infotypes are used to group related data fields together to
form units of information in the HR module. Infotype is the term SAP
uses to identify the screens that make up an employee’s personnel file.

Just as you would have individual pieces of paper in a file folder to
comprise a manual personnel record, you will have electronic infotypes
to comprise a personnel record. Just think of an infotype as a screen of
related information.

You will learn about many different infotypes in this course. For the
purpose of payroll processing, the typical master data needed includes:
« Normal employee information, consisting of name, address, and
other personal details.
« Benefits information, covering benefit plans and deductions.
e Garnishment information, which includes garnishment order
details, and types.
e Tax information, including the employee’s residence tax area,
work tax area, and unemployment details.
< Payroll information, including basic pay, other earnings, and
deductions.
¢ Time information, including work schedule, leave, and absence
information.

Notes:
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Infotypes

pter i IW

ll:UInfmype selection for HR master data mai [
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Each Infotype has a numerical key in addition to a name key.

To access the infotype via numerical key, enter the number for
the infotype in the Infotype field. Click Enter. The system will

display the name of the infotype you selected in the infotype

field.

To access the infotype via matchcode, click the matchcode

button, select the appropriate infotype from the list, and click

Enter twice.

Notes:

Page 20



PY300 - Payroll for Agencies

Subtypes
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Subtypes are categories of infotypes that hold additional

information.

For example, the State of NC will allow the use of multiple bank
accounts for direct deposit. For Infotype 0009 Bank Details,
subtype 0 represents the Main Bank account for deposits and
subtype 1 represents Other Bank.

V3 041108

Notes:
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Infotypes

— Infotype 0008 Basic Pay
— Infotype 0009 Bank Details

— Infotype 0001 Organizational Assignment
— Infotype 0003 Payroll Status
— Infotype 0007 Planned Working Time

— Infotype 0208 Work Tax Area

— Infotype 0209 Unemployment Tax Area

— Infotype 0210 Tax Withholding Info

— Infotype 0234 Additional Withholding (if necessary)
— Infotype 0235 Other Taxes US (if necessary)

« Several Infotypes are required to be complete and accurate for
successful payroll processing:

(PA)

(Payroll)
(Time)

(PA)

(Payroll)

(PA)

(PA)
(PA)/(Payroll)
(PA)

(PA)

Slide 22

These infotypes are accessible via PA20 (Display) and PA30 (Maintain).

The chart below list the appropriate security role(s) needed to maintain payroll

dependent infotypes:

Notes:

Infotype Name Infotype SAP Security Role
Number
Organization Assignment 0001 HR Master Data Maintainer
Short Term Disability Spec
Payroll Status 0003 Central Payroll Processing
Planned Working Time 0007 HR Master Data Maintainer
Basic Pay 0008 HR Master Data Maintainer
Bank Details 0009 HR Master Data Maintainer,
Payroll Administration
Work Tax Area 0208 HR Master Data Maintainer,
Payroll Administration,
Central Payroll Processing
Unemployment Tax Area 0209 HR Master Data Maintainer,
Payroll Administration
Central Payroll Processing
Tax Withholding Info 0210 HR Master Data Maintainer,
Payroll Administration,
Central Payroll Processing
Additional Withholding 0234 Central Payroll Processing
Other Taxes US 0235 Central Payroll Processing

Page 22
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Lesson Review

In this lesson, you learned to:

« Explain the details of payroll processing to include the
calculation of gross & net pay, statutory, and voluntary

deductions.

* Describe essential master data needed for payroll processing.

Slide 23

Notes:




PY300 - Payroll for Agencies

Course Map M

[ Lesson 1: Payroll Processing }
Lesson 2: SAP Payroll Basics

s 7
Lesson 3: Agency Payroll Display

: -
Lesson 4: Payroll Reports

; J
Lesson 5: Payroll for Agencies Review

. J

Slide 24

Notes:

The second lesson of the course will be a review of displaying
HR master data records.
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beacon
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Lesson Review

Upon completion of this lesson, you should be able to:

e Understand how to log-on to SAP.
* Navigate within SAP.

» Display HR master data records.

Slide 25

Notes:
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YEACON

olina
te Controller

SAP Log On

To log on to the SAP system, you will need:

« BEACON training portal access
« NCIDID
» Password

Welcome State of North Carolina Employees

|NeiD
| Password

For Help Contact 1-866-NCBEST4U

Slide 26

Notes:
Users will access the BEACON system using their NCID and

password.

BEACON users need to set up their NCID prior to logging into
the system.
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SAP Log On

State News

Announcements

My Alerts

Benafits

Choose appropriate SAP
system

Slide 27

When logging on to the production system, click the SAP GUI
tab from the navigation bar. This will take you to the SAP for
which you have authorization to access. Clicking the
appropriate SAP link will open that client and display the SAP
Easy Access Screen.

For training purposes, click the SAP GUI tab from the navigation
bar, then click the Training link on the navigation bar. The term

client was introduced in PY200 Payroll Overview. We are using
the training client for training purposes. The production client will
be used after go-live.

Notes:
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Logging Off

SAP GUI
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When logging off of SAP, you must log off of both the SAP GUI

and the Portal environment.

To Log Off the SAP GUI:
Either Select System > Log off
OR

Select &3 until you reach the Log Off dialog window.

Thenclick | vas to confirm.

To Log Off the SAP Portal:

Click [Eisiigg in the upper right hand of the internet browser
Click on the SAP NetWeaver dialog window to confirm.

V3 041108

Notes:
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. [
Instructor Demonstration #2.1 B . ool

Otfice of the State Controlle

¢ Logging onto SAP
— Use this procedure to log onto the SAP environment.

— INFORMATION:
¢ Training Portal Web Address

* NCID User ID

* Password

Slide 29

Notes:
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Exercise #2.1

* Logging onto to SAP

In this scenario, you are logging onto SAP to start your work
day.

Slide 30

Exercise 2.1: Logging onto SAP
Scenario: You need to log onto SAP to start your work day.
Job Aid: Logging onto SAP

Name at least two things are needed to log on to SAP?

Page 30



PY300 - Payroll for Agencies

SAP Easy Access
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Notes:

Regardless of what is transpiring within SAP, seven features or elements
are found on every screen of the SAP application window:

1.Menu bar — The menu bar contains screen specific headers that
can be clicked for submenu actions.

2.Standard toolbar — The standard toolbar contains the command
field and several command buttons for working with transactions
and navigating between transaction screens.

3.Title bar — The title bar displays the name of the screen and/or
transaction in the application window.

4.Application toolbar — The application toolbar is a screen specific
row of command buttons. This toolbar replicates some commands
that exist on the menu bar.

5.Central work area — The central work area is located between
application toolbar and status bar of every screen. This area is the
working area for the SAP environment.

6.Status bar — The status bar contains the message field and system
data field. The message field is one place SAP uses to display
system confirmations, warnings, errors, and other messages. The
system date field displays all technical information regarding the
SAP system, including the transaction currently being displayed in
the Central work area.

7.Popup window (not pictured above) — The popup window is the
second place that the SAP system displays messages and typically
requires the user to take action (i.e., confirm yes or no).
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Command Field
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The command field is used to navigate to SAP transactions.
Every transaction has an initial screen in the application and is
identified via a unique name known as a transaction code. By
entering that code in this field, the system will navigate to the
initial screen of that transaction. The command field will also
contain o ' of recently used icons. To view this list, click the
list icon at the end of the field.

Notes:
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Displaying an HR Employee Record

To navigate from the SAP Easy Access menu to the initial
display screen of any employee master record, simply enter
PA20 in the command field, click Enter on your keyboard, and
the initial screen will display.

pa2l el

Slide 33

Notes:
Using the PA20 transaction, you can display an infotype in an
employee master data record. This transaction code is used for
display only and does not allow any additions, updates, or
changes to the employee record.

The initial screen of PA20 will either display the last employee
record viewed and allow the ability to search for an employee
record to display. If the employee Personnel Number is readily
available, enter the number in the Personnel no. field and
display the employee record.
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SAP HR Screen Elements
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Let's get a better understanding of the HR Master Data Screen!

On the left hand side of the screen is the Object Manager, which
is divided into a Search Area above and a Selection Area below.
Use the Search Area to search employees according to certain
criteria such as last name, first name, organizational

assignment, and so on. A list is generated in the Selection Area.
Select the employee personnel number in the selection area.
Once the employee has been selected all information will display
in the Work Area on the right hand side of the screen.

The right hand side of the screen, or Work Area, is divided into
an Overview Area and a Detail Area. The Overview Area
displays basic employee information such as name, employee
group, employee subgroup, personnel area, and cost center.
The Detail Area displays data based on the menu or infotype

chosen.

V3 041108

Notes:
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Otfice of the State Controlle

¢ Display HR Master Data
— Use this procedure to display an employee’s HR master data.

— INFORMATION:

* Personnel No.

Slide 35

Notes:
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Exercise #2.2

e Display HR Master Data

In this scenario, you are displaying an HR master data record.

Slide 36

Exercise 2.2: Displaying HR Master Data (PA20)

Use PA 20 to display Master Data

Scenario: You need to display an HR master data record.
Work Instruction: Display HR Master Data Record

Enter 70160366 in the Personnel No. field.

Click % to validate your entry and display employee
information in the Overview Area.

Questions

1.What is the name of this employee?

2.What is this employee’s Personnel Area?
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Employee Search : bwm

» There are three basic search options via the Object Manager
Search Area.

[ZlllE]E =]
Ohbject manager scenario: EMPLOYEE |
= 4§ Persan

[} Callectiva search help
]} search Term
] Free search

» Collective Search help is the most commonly used of the
three.

Slide 37

Notes:
Use the Object Manager to create a list of employees who meet
specific selection criteria (for example: last name, personnel
area, employee group).
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Collective Search Help
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Searching for an employee record can be done using a
combination of fields such as:

Last Name

First Name
Personnel Area
Employee Group

Employee SubGroup

Use additional selection criteria to further limit the results of your

search.

You can search on the name by entering =n.lasthame. You can
also search for a SSN by entering =c.ssn in the Personnel No

field.

V3 041108

Notes:
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Using the Object Manager results list keeps you from having to
back out of the information screen, search for another employee,
and then come back into the information screen to view the
same information for another employee.

To view another employee without researching just double-click
the employee’s name in the Hit List.

If you notice a Start Date column when searching for an
employee, this Start Date represents the employee’s date of
birth.

Notes:
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Otfice of the State Controlle

¢ HR Master Data Search
— Use this procedure to search HR Master Data Records.
— INFORMATION:

« Employee Last Name

Slide 40

Notes:
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Exercise #2.3

¢ Search HR Master Data

In this scenario, you must search for the employee record.

Slide 41

Exercise 2.3: Search HR Master Data

Scenario: Use the Collective Search Help to search for all
employees with the last name Brown.

Work Instruction: Display the HR Master Data Record Search.
Display Fred Brown’s HR master data record.

1. What is his Personnel No.?

2. What employee group is assigned to his record?

V3_041108 Page 41
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Lesson Review

In this lesson, you learned to:

e Understand how to log-on to SAP.

* Navigate within SAP.

» Display HR master data records.

Slide 42

Notes:
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Course Map JE§ Dercon
[ Lesson 1: Payroll Processing }

[ Lesson 2: SAP Payroll Basics }

Lesson 3: Agency Payroll Display

[ Lesson 4: Payroll Reports }

[ Lesson 5: Payroll for Agencies Review }

Slide 43

Notes:

The third lesson of the course will discuss how to view employee
HR master data records as it relates to payroll functions.

V3_041108 Page 43



PY300 - Payroll for Agencies

Lesson Objectives

Upon completion of this lesson, you should be able to:

« Display Employee Bank Details ITO009.
« Display Recurring Payments/Deductions IT0014.

Cell Phone Supplement

Personal Use of State Vehicles

Combined Campaign

Agency-specific deductions and supplements

¢ Display Additional Payments ITO015.

— Relocation Pay

Slide 44

Notes:
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Displaying Infotype Data
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HR master data is viewed by displaying infotype records. Each
employee record consists of active infotypes based on actions
created for that employee record. Take a look at the above HR
master data for Kathy Mardick. This screenshot shows the
Payroll tab as the active tab. Notice that there are several tabs
(i.e. Basic Personal Data, Benefits, Time, and etc.) which exist
within an HR master data record. Each of these tabs group
related data together by using infotypes. When looking at the list
of infotypes, a green check mark denotes that an infotype record
exists. Using the above example, Kathy Mardick has infotype
records for Basic Pay, Bank Details, Residence Tax Area, Work
Tax Area, Unemployment State, Withholding Info W4/W5 US.

Notes:
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Basic Infotype Functions
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There are various ways to display employee master data
infotype records.

The Display button shows the selected infotype data. Upon
selecting this button SAP will take you to the most recent
infotype record available. If available, use the Previous Record
button, Next Record, or Overview buttons to move through other
infotype records.

The Overview button provides a history of records associated
with an infotype. From this list, use the record selection button
to highlight the infotype record of choice, then click the Choose
button to display the record.

Notes:
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Infotype Validity Period
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Overview Basic Pay (0008)

Personnel Mo 95240942 Marme Brenda Wilson
EEGroup E SPAT1M pd over 110 Persh | 20071 Health Human Services
EESubgroup |¥1 PT S-FLSAQT Perm Statu  Active

Chooge o1/81{1800 tD 1243179999 STy

Start Date End Date

Each infotype record has a beginning and ending date. These
dates are known as the validity period. Validity periods define
the life span or “valid period” of the information contained in the
infotype. When creating a new infotype, both the beginning and
ending dates are required. In most cases, the ending date is
unknown. If this is the case, SAP allows the use of 12/31/9999

to be entered.

Using dates allows SAP to store historical infotype data.

Notes:
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denote an
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master data
addition or

change
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e E
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SAP allows for the ability to have multiple instances of an
infotype record. In order to update an employee’s record, the old
record is assigned an end date or is delimited. To delimit a
record means to end the validity period for that record. When
creating a new record for an infotype, the old record is
automatically delimited one day prior to the start date because
records can not have overlapping dates.

This process of delimiting is very important because SAP is a

date driven system.

V3 041108

Notes:
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Display Employee Bank Details

» Display HR Master Data (PA20)

the employee’s record and double-click on the name.
|Personnel ho. 99999503 |

— Press Enter ( )to populate the employee’s information.
— Inthe Direct Selection Infotype field, type 0009.

Direct selection

Infotype ooag| [)5Ty

entered.

Enter the Personnel No or use the Matchcode icon to search for

— Click the Overview icon ( ) to see a list of Employee Bank.
— Details or click the Display icon () to see the last record

beacon

Naorth Carolir
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As of October 1, 2007, the Office of State Controller required all
employees paid through Central Payroll to use direct deposit. Direct
Deposit information for current employees prior to Go-Live has been
converted from Central Payroll to the SAP. Any exception to the policy
must be requested in writing to the State Controller’s Office. Direct
Deposit information should automatically be entered for all new hires.
Employees can have multiple bank accounts in SAP with either an
additional percentage or dollar amount for deposit.

CRITICAL! - Changing bank accounts should be done on the first day
of the payroll period. If it's changed in the middle of the pay period, the
system looks at all active accounts within the pay period, not just for the
date of payroll run. For example, if you have 90% of your pay going to
your main account A, and 10% going to a savings account B, but in the
middle of the payroll period you change that 10% to be directed to
account C, the system will read B and C, and take 10% to B and 10%
to C, removing 20% of your pay from your main account A. Depending
on the complexity of your account mapping and the amount of your
paycheck, this could result in no pay to your main account.

The infotype to view an employee’s bank details is 0009 — Bank Details.

It is best to display what already exists in the infotype record before
making changes to HR master data.

Notes:
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Display Employee Bank Details
he State Controller
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The employee must have a single type “0 — Main bank” record
for direct deposit. Employee’s may have up to 3 type “1 — Other
bank” records. Each record must have a begin and end date.

How does Split Deposit work?

When employees choose to split their deposit in several
accounts, the payroll program will always deposit the amounts
of all Other bank’s first and the remaining balance will be
deposited in the Main bank.

For example:

Look at Stanford Rush’s split deposit represented above, when
Stanford’s payroll is processed 10% will be deposited in his
other bank and the balance will be deposited in his Main Bank.

Notes:
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Display Employee Bank Details

Slide 51

Employees can use Employee Self Service to make changes to
their Bank Details.

Employees that do not have access to ESS must contact their
agency HR/Payroll office or contact BEST Shared Services to
make changes to bank details.

Notes:
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E @ beacon
Instructor Demonstration #3.1

Ofice of the State Controlle

¢ Display Employee Bank Details — ITO009
— You received a call from Betty Jones regarding her employee
deposit. She needs to verify which bank she is using for direct
deposit.
— INFORMATION (most often obtained):

« Employee name

Slide 52

Notes:
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Exercise #3.1

e Display Employee Bank Details — ITO009
Assume in this scenario, you need to view an employee’s
bank details.

Slide 53

Exercise 3.1: Display an Employee’s Bank Details

Scenario: You received a call from Betty Jones DOB
10/21/1977 regarding her employee deposit. She needs to
verify which bank she is using for direct deposit.

Work Instruction #: PA20 ITO009 Display Employee Master
Data

Questions/Results:
1. How many bank records exist for Betty?

2. What is the bank name displayed in this infotype?

3. Does Betty have a split deposit?
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Agency Deductions and Supplements

« Agency payroll staff are responsible for the following
deductions and processes:

Cell Phone Supplement

— Management of Personal Use of State Owned Vehicle

Combined Campaign

Relocation Pay

Agency Specific Insurance Plans

Slide 54

Deductions was a definition discussed in PY200. Remember
the following points when dealing with deductions:

» Deductions can either be recurring ITO014 or one-time
ITOO015.

» Deductions are taken out of employee’s pay during payroll
run.

» Deductions are grouped and paid through Third Party
Remittance as they become available.

Notes:
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Agency Specific Deductions
Process Flow

‘ ‘ 15 ~I /,

Employee

Agency Human Resources
or Payroll

(i

Slide 55

Notes:
The following steps represent the Agency Specific deduction
process.
A. Employee completes deduction form. Forwards
completed form to Agency Human Resources.

B. Agency HR Rep or Payroll Rep enters the deduction
into SAP.

C. BEST Shared Services process deduction information
from SAP via payroll.

D. Upon the next payroll run, the employee will see the
deducted amount from their pay.

E. BEST Shared Services will request payment to vendor
via third party remittance.

An example of an agency specific deduction is combined
campaign.
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External Vendor Controlled
Deductions Process Flow

External Vendor Controlled Deduction Processing

Employee Agency Human Resources
or Payroll

- a1 gu

BEST Shared Services

Slide 56

Use this process flow for an external vendor controlled
deduction.
A.

B.

E.

An example of external vendor controlled deduction is 401K.

Employee completes deduction form. Forwards
completed form to Agency Human Resources or Payroll.

Agency HR Rep or Payroll Rep forwards the form to the
vendor.

Vendor provides deduction information to BEST Shared
Services.

BEST Shared Services receives and processes
deduction information from vendor. Upon the next
payroll run, the employee will see the deducted amount
from their pay.

BEST Shared Services will request payment to vendor
via third party remittance.

Notes:
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Display Recurring
Payments/Deductions

¢ Use Infotype 0014 Recurring Payments/Deductions.

e Used for two purposes:

— To create recurring payments that will increase an employee’s

gross pay amount

— To create recurring deductions that will reduce an employee’s pay

amount

¢ Once created, these payments/reductions continue until the end

(or “to”) date of the designated time period is reached.

Slide 57

Notes:
SAP Payroll looks at the current date of the payment/deductions

to make sure they are to be taken in the current payroll run.

These infotype records will be created by others such as BEST
Shared Services or Payroll Administrators.
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Display Recurring

Payments/Deductions
» Display HR Master Data (PA20)

the employee’s record and double-click the name.

|Persunnel no.

— Press Enter or to populate the employee’s information

— Inthe Direct Selection Infotype field, type 0014.

@ beacon

Enter the Personnel No or use the Matchcode icon to search for

Direct selection
Infotype

o014

[)8Ty

— Press Enter.

last record entered .

— Click the Overview icon (| 2]) to see a list of recurring

payments/deductions or click the Display icon () to see the

Slide 58

There are several ways to view an employee’s recurring
payments/deductions. Use transaction code PA20 and click the
Payroll tab. If there is a green check mark to left of Recurring
Payments/Deductions in the Infotype text box, then the employee
has an active record. If no green check mark exists, then there is
not an active record for that employee.

Notes:
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Display Recurring
Payments/Deductions

% 1| Display HR Master Data
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) search Tar
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Overview Rgcurring Payments/Deductions (0014)

Personnel No 93000505 MName Joseph Diamond

’VOhiEntmanagEvscenarin EMPLC!

= ify Person EESubgroup [#1|  FT K-FLSAOT Perm Statu  Active
[Hl Collective search help M8 choose  [p1/01/1800 m 12/31/8938 5Ty
[} Search Term

‘ EEGrup " SPA Employees PersA | 1681 Environment Natural Resources

M Free search Wage type “Wage Type Long Text |me |Tn |O |Amnum |Cmy |
2450 NC Combined CampaicO7/01/2007  12/31/38488 A 500 USD IZ‘
2451 SEAMNC Dues 07/01/2007 12/31/9888 A 10,00 USD IZ‘

VVVVV 2452 SEAMC Insurance 07/01/2007 12/31/9888 A

16042 USD H

To display more information for an individual
record, select record and click Display icon.

Slide 59

To display a list of Recurring Payments/Deductions for an
employee, click the Overview icon. Notice the list includes
“From” and “To” dates for each infotype. To view an individual
record, select the record row, and then click the Display icon.

Notes:
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Display Recurring
Payments/Deductions
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K} Collective search help Choase  |p1/81/1808[Ghe  [12/31/8588) sty [ |
{Hl Search Term
(i} Free search
Wiage type Wage Type Long Text |F om |Tu |O |Amnum |Crmf \\
2450 NC Combined CampaicOf/01/gnn? 17m1mooa o snnbien [l
— [ Subirpes for Infatype “Recuning PaymentsiDeductions” (1) &7 Entnes found =
2451 SEANC Dues () S v
""" 2452 SEANC Insurance () SR m -
u v|m[ms[@] e
— WT[Wago Type Long Text [Start Date [End Date
1500 Call Phone Supplement 01011900 123149080
1560 Sevarance Pay NonTacGtal 0111900 1203119080
1585 Sevwrance Pay St Taxable  D1D171800 1253119090
1800 Runil Btipend DIMAAB00 133119030
\[‘ﬁu"d Governar's Supplemant MINS00 133NN
1626 L1 Govemars Supglement  D1IN/1900 12319699
01 Parking DOT PT 017011900 1203119099
2107 53M Parking PT DIMAS00 123115989
i . 2104 Parking DOT AT DIMAB00 12431/030
Exam ples InCI Ude ) 2108 Comemuting DOT MM S00 1 331M989
107 S5 Parking AT LLGETR e T
Cell Phone Supplement 2200 401K Loan 01011300 123119840
22073 457 Def Comp Loan Payment 01/01/1300 123119999
7 2400 SECU DIDIAS00 12018950
Parkmg 2405 Murnber's Crodit Union DIMANG00 13311930
2450 NC Combingd Campaign MANAS00 13315999
Membership Dues 2451 SEANC Dubs DAUIAS00 12319
2452 SEANC Insurance OB 900 1243149080 =
2453 Linited Healincare ins D100 120179999 =)
47 Entries found
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State of NC, uses several subtypes to categorize recurring
payments/deductions.

Agency deductions and supplements that will use this infotype
are:

e Cell Phone Supplement

«  Management of Personal Use of State Owned Vehicles
¢ Combined Contributions

*  Agency Specific Insurance

Notes:
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Instructor Demonstration # 3.2 JoEAcoN

¢ Display Recurring Payments/Deductions - IT0O014
— Joseph Jackson called to inquire about a recurring deduction
that exists on his pay statement. Using Joseph’s HR master
data record, research his recurring payments/deductions so that
you may return his call.
— INFORMATION (most often obtained):

» Personnel No

Slide 61

Execute online help for this infotype and use those instructions
to follow along with the demao.

Use the search feature so you can continue to get familiar with
searching.

Joseph Jackson — 70135838
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Naorth Carolir

Exercise # 3.2

e Display Recurring Payments/Deductions — PA20

Slide 62

Exercise 3.2: Display Recurring Payments/Deductions

Scenario: Joseph Jackson called to inquire about a recurring
deduction that exist on his pay stub. Using Joseph’s HR
master data record, research his recurring
payments/deductions so that you may return his call.

Work Instruction #: PA20 IT0014 Display Recurring
Payments/Deductions

Questions/Results:

1. How many recurring deductions/payments exist for Joseph
Jackson?

2. List each recurring deduction, ending date, and amount.
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Display Additional Payments

» The type of additional payments will be determined by the
type of employee.
e Itis a one-time payment:
— Only happens in the pay period associated with the date of origin

on the infotype record
e Examples:
— Incentive Award

— Court Settlement - Payments

Slide 63

Notes:
This infotype will be used when any action needs to occur

related to a lump sum, one-time payment to an employee.

A payment that is entered for a pay period that has already run
will trigger a retro-calculation.

Example:

An additional payment for an exempt monthly person is entered
on March 31st. March’s pay is recalculated to include the
additional payment. The difference will be paid on the April
check.
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Display Additional Payments

» Display HR Master Data (PA20).

the employee’s record and double-click on the name.

| Personnel na. B3000505 |

Press Enter or (& to populate the employee’s information

Type 0015 in the Direct Selection Infotype field.

Direct selection

Infatype o018| [Ty

Press Enter.

Click on the Create icon (@ ).

|||||||||

(@ beacon

Enter the Personnel No or use the Matchcode icon to search for

Slide 64

There are several ways to view an employee’s additional
payments. Use transaction code PA20 and click the Payroll tab.
If there is a green check mark to left of Additional Payments in
the Infotype text box, then the employee has an active record. If
no green check mark exists, then there isn’'t an active record for
that employee.

Notes:
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N

Controller

Display Additional Payments

Display Additional Payments (0015)

EE=
Personnel No | 93000511 MHame Ann Marie INTOO-6101-L002-K-81-1
EEGroup K EPAEmplovess Persd |6101| Education Lottery
EESubgroup |41 FT M-FLESAOT Perm Statu  Active
Chng |B6/22/2007| ARICE
Additional Payments
Wage Type 15800|  Cell Phone Supplerment
Amaount 75.00 |USD
Hurmbetiunit 6068
Date of origin 07/01/2007| |
Default Date o]
Assignment Mumber
Reason for Change

Slide 65

Notes:

The Date of origin field is extremely important. The date
entered in this field lets the system know in which payroll run to
include the payment. Please reference the payroll schedule for
both monthly and bi-weekly payroll schedules. The amount will
be included with the normal check for the pay period.

These infotype records will be created by others such as BEST
Shared Services or Payroll Administrators.

The only Agency deductions and supplements that will use this
infotype are Relocation Pay. All documentation for relocation
pay must be forwarded to BEST Shared Services. Best Shared
Services will be responsible for creating this employee
deduction.
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Relocation Pay

person basis.

* Employee expenses should be determined to be

taxable/nontaxable and reimbursable/non-reimbursable.

*« Use forms OSCPXAO05 for Non Taxable Relocation and
OSCPXA11 for a Taxable Relocation.

* All documentation must be sent to BEST Shared Services.

e DOT will continue to use SAP’s Travel Management to submit

relocation expenses.

* Use infotype 0015 Additional Payments.

ACON
b Carolina

@b

¢ Relocation Pay reimbursement is determined on an agency per

Controller

Slide 66

The State of NC pays for relocation expenses in certain instances.
These expenses are recorded by the different agencies. A
determination is made as to which employee expenses are
taxable/nontaxable and reimbursable/non-reimbursable. All necessary
documentation is sent to BEST Shared Services for payment and/or
tracking of non-taxable W-2 information.

Employment reimbursement for relocation is processed in two ways.
The first way is for the agency payroll to submit for payment
reimbursable expenses incurred by the employee to BEST Shared
Services. Then these expenses are paid on the next schedule payroll
run.

The second way is when there are relocation expenses when the
employee is not due reimbursement. This type of expense would
include payments to third party vendors such as a moving company. A
determination is also made as to which portions of these expenses are
taxable.

All documentation will be sent to BEST Shared Services for creation of
Infotype 0015 based upon taxation and reimbursement.

The above process applies to all agencies except the Department of
Transportation. Department of Transportation will continue to use
SAP’s Travel Management module for all travel and relocation
expenses.

Notes:
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Instructor Demonstration #3.3 . Eeon

Ofice of the State Controlle

« Display Additional Payments - IT0O015
— Anne Marie Wilson received $75.00 extra dollars in her pay. She
has called the agency HR/Payroll office to ask why the additional

funds appeared on her pay statement.

— INFORMATION (most often obtained):
« Personnel No
* Wage Type
« Date

« Amount

Slide 67

V3_041108

Notes:
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Exercise #3.3

« Display Additional Payments — ITO015

In this scenario, assume you need to add the appropriate
infotype for an incentive award.

Slide 68

Exercise 3.3: Display Additional Payments ITO015

Scenario: Anne Marie Wilson received $75.00 extra dollars in
her pay. She has called the agency HR/Payroll office to ask
why the additional funds appeared on her pay statement.

Work Instruction #: PA20 ITO015 Display Additional
Payments

Questions/Results:

1. What is the reason for the additional $75.00 that Anne Marie
has received in her pay?

2. How long will she receive this amount?
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Lesson Review 4 ot

In this lesson, you learned to:

« Display Employee Bank Details (IT 0009)

« Display Recurring Payments/Deductions (IT 0014)

Agency-specific deductions and supplements

Cell Phone Supplement

Combined Campaign

Personal Use of State Vehicles

« Display Additional Payments (IT 0015)

— Relocation Pay

Slide 69

Notes:
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Course Map e

s 7
Lesson 1: Payroll Processing

; -
Lesson 2: SAP Payroll Basics

; -
Lesson 3: Agency Payroll Display

. J
Lesson 4: Payroll Reports

[ Lesson 5: Payroll for Agencies Review }

Slide 70

Notes:

The fourth lesson of this course will cover important payroll
reports used to view technical, employee, and department
information.
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Describe SAP report types and features.

« Display and understand the following SAP reports:

Display Payroll Results PC_PAYRESULT

Display and print Remuneration Statements
ZPYRO001 (mass printing)
PCO00_M99_HRF (individual or small group printing)

Display the Wage Type Reporter S_PH9 46000172

Define the Payroll Journal PCO00_M10_CLJN

Slide 71

Notes:
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Basic SAP Reporting Structure

(& beaconN
USRS North Caroling
Otfice of the State Controlle

Columns

Key column

SAP reports can be exported
into Excel for further processing

General data selection

(valid for the entire report)

Excel
Spreadsheet

Slide 72

Line-item reports are the typical format for the output of list-
display transactions, which generate lists of related objects.
They are also found on the initial output screens of some create,
display, and change transactions within many Human
Resources transactions.

Each row in a line-item report displays the data about a single
object, such as an employee. The data are arrayed in columns,
which are capped by headers that identify the data. The rows
are usually organized vertically by default according to the
contents of the first column.

Notes:

Page 72



PY300 - Payroll for Agencies

= beacon

Naorth Carolina
he State Controller

From SAP to Excel

(LD ][v][e]

Cocd [PA  [PAtex “[subar_Ps text ‘IVV"ILungtE)n Trorp 5 Number of [z Amat
NCDﬂE 020 Judicial Branch MC01 Tday NnrMm Total gross 200705 0.00 95,954 | |z|
A01 0, . 0.00 « 99,954.([~]
[= savelistin e A0z 40100 Wages 200705 0.00 9,354 |

In which format should the list
be saved ?

O unconverted

i@Spreadshest
(O Rich text format
(O HTML Format
O Inthe cliphoard
I@Wage Type Reporter
Diractory C\Documents and SettingsimaustiniSapworkDin
File Name  [wt10102007[<LS
Encoding
Genarate || Replace |[ Exend |[3¢]
Slide 73

Notes:
Most reports can be exported to excel for data manipulation.

Depending upon the report, use one of the following methods to
export the report.

* Follow the menu path System > List > Save >
Local file.

* Follow the menu path List > Export > Spreadsheet
(Excel).

» Click the Local File icon (as seen above).

The next step will be naming the file and placing in the
appropriate file location.

V3_041108 Page 73
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Reporting Features

SAP offers several reporting features:

Variants

Report Layout

Sorting

Totals and subtotals

Slide 74

Reporting Tips:

e The more selection criteria used, the smaller the data pool
that will be included in the report.

* If you are unsure how long it will take the report to run,
open a 2" SAP session.

» Don't forget that if a report is stuck, use the Stop
Transaction feature to end the report.

Notes:
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Report Variants

» Report variants provide a way for storing pre-defined
selection criteria for later report execution.

= beacon

Naorth Carolina
he State Controller

Wage Type Reporter

Payroll Period

ofsh
N\ S
R SEIGMS " = Sea lEvABAP.VarlamD\rectory of Program HI9CWTRO
Selection E.I? Iﬂﬂl |
(FEIRSTEY RUior ariant catalog for program H3GCWTRO
[ Cod
Rami Varianiname | Shont deseription
IREEATIEN EeE BENEFITS Beneflls
Personnel subarea SAPEHR_CH_UVI HR_CH: Wage Type Capitulation
Ernployee group SAPEPMAT Variant for process model
Employee subgroup SAPEZAIRPETOT
Payroll area
Payroll Interval
Period
®
Payroll trpe

Slide 75

If you often run the same program with the same set of

selections (for example, to create a monthly statistical report),
you can save the values in a selection set called a variant.

» Each report can have multiple variants.
» Variants are report-specific.

» Reports that run in Background require variants.

Notes:
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Report Layout

» Field and User Layout Options

E= |l

[ Change layout
_m Line2 . Lined
— Line 1 Hidden fields
Colurmn content [Fos. JLeng [ 28] Col. content Lngth |
Company Code 1 4

Company Name 25

]
[2]
2 &
Personnel area 3 4
Fersannel Area Text 4 30
Payrall Area for For-Period |5 1
Payroll area text 6 20
7
a
5

Fetiod Parameters

Mame per. parameter
For-period payroll a 10
FPayment date 10 10
Payrall Type, For-Period "o
Payroll ID for For-Period 12 8

2]«] [=]=]
T O
<10 ] (<[]

Ling widti: 257 E Sl
Listwidth 257

Slide 76

Notes:
After executing, a list display is created that shows the
documents in sequence and possibly grouped.

» Filters or sorting can change the arrangement (if
available).

» Screen display can be customized on some reports.

* Fields can be added or removed to show appropriate
data.
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Sorting

the rows of line-item reports

The sorting function rearranges

according to the contents of one
& ? or more selected data columns

also known as “sorting columns”

beacon

Slide 77

You can arrange these rows in either alphanumerical (i.e., A to
Z, or 1 —1000) or reverse alphanumerical order in one of two
ways. The first method makes use of the Sort Ascending and
Sort Descending.

Single-Column Sort of a Line-ltem Report
« Step 1. Click the header of the sort column to select it.

« Step 2. Click the Sort descending or Sort ascending
button.

When sorting using multiple columns, the first or left-most
column becomes the primary sorting column, the second left-
most column becomes the secondary sorting columns, and so
on.

Multiple-Column Sort of a Line-ltem Report
« Step 1. Click-and-drag across the headers of the sorting
columns (if they are next to one another) to select and
highlight them.

OR

e Press and hold the CTRL KEY on your keyboard, click
the primary sorting column first, the secondary column
second, and so on, then release the CTRL KEY.

e Step 2. Click the Sort ascending or Sort ascending
button.

Notes:

Page 77



PY300 - Payroll for Agencies

V3 041108

beacon

Creating Totals and Subtotals
» Totals can be created for numeric fields, such as net value or
guantity, by selecting the column and clicking the “Total”
button (if available).

» If a total has been created for a column, create subtotals by
clicking the “Subtotals” button (if available).

* The total and subtotals for more than one column can be
displayed at the same time.

» Itis possible to display only the lines (rows) with totals by
clicking the dots in front of the totals.

Slide 78

Notes:

Page 78



PY300 - Payroll for Agencies

|||||||||

(@ beacon

Payroll Specific Reports

» The following represents the SAP Payroll Specific reports
covered in this course:

Payroll Results PC_PAYRESULT

— Remuneration Statements PC00_M10_HRF & ZPYRO001

Off-Cycle Workbench — Payroll History PUOC_10

Wage Type Reporter S _PH9 49000172

Payroll Journal PCO00_M10_CLJN

Slide 79

Notes:
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Overview — Views of the Payroll Reports .
Technical View Employee View Department View
Payroll Results | | Remuneration Statement | | Wage Type Reporter |
| Off Cycle Workbench | I Payroll Journal |
Slide 80
Notes:

The SAP Payroll system allows different views of payroll reports.
These are described in detail on the following pages.

Let’s start with the explanation of the “technical view” or high
level report.
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Payroll Results

= LB E
Fersonnel numiber  Edit Gots  Tables  Systerm  Help

@ BAH e EEHE OO0 HAR R
Display payroll results

Selection

Pergonnel number \

all regults from

B EREE R [FlaF]mlElFeeE@a]=z] (s[5

Personnel numbers selected Payroll Results Richard Wells [ USA

Re [ Pers.No.[Name ] clPmidate  [R[ForPeri [In-Perid[starFP  [EnafP [oc_[oc [P [P [o JPF[a [P[F]EN

D 33000512 Kathy Mardick 0(03/30/2007 | |032007 032007 D3/01/2007 |03/31/2007 o101 03

O 80000038 Richard Wells P|03/30/2007 032007 0432007 D/01/2007 |03/31/2007 o101 04

1@ 98271412 | Robert C Daly P|04r30/2007 | |04.2007 |04.2007 D4/01/2007 |04/30/2007 o101 04
P|0531/2007 | |05.2007 [052007 DS/01/2007 |0631/2007 oo [
P|0828/2007 (062007 082007 DG/01/2007 |0G/E0/2007 oo 08
A[0330/2007 | |03.2007 07.2007 030142007 |0331/2007 o101 o7
A|0453002007 | [04.2007 072007 04/01/2007 |04/30:2007 oo o7
A[05/31/2007 | [05.2007 07 2007 |05/01/2007 |05i31/2007 oo o7

Slide 81

Notes:
Payroll Results - PC_PAYRESULT

This is a technical report that displays what payroll was
processed. This report can be used to display payroll results for
one or more employees.

The payroll results initial screen is divided into two task pane
windows. The left pane displays the selected personnel
numbers and employee’s name. The right pane displays the
different payroll results. The most current payroll period will be
highlighted.

You can view results on each employee by selecting that
employee.
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Payroll Results

for the selected period.

diamond)

Display payroll results

— & Results exist (green filled square)

— 1@ No results exist (red filled circle)

Naorth Carolina
he State Controller

e The symbol in the Results column shows if there are results

- @You have no authorization to display the results (grey filled

Selection
Personnel number \
all results fram
&= ][] o] &
bflG0 el nuMbers selectad
Re_jl Pers.ho [Name | clPmidate  [R[ForPeri [In-Period[staiFP  [EnaFP [oc_[oc [p [P Jo [F[r[o [P[P|En
o [pan00512 Kathy Mardick 0037302007 | 033007 032007 |03/01/2007 03/31/2007 01 01 03
O [0000038 Richard wells Pl03/302007 033007 04.2007 |03/01/2007 03/31/2007 01 01 04
1@ [p8271412 Rober C Daly Pl04/302007 043007 042007 |04/01/2007 041302007 01 01 04
o Pl0531/2007 | 052007 052007 |05/01/2007 05/3142007 01 01 05
P 0B/20/2007 | 062007 0B.2007 |06/01/2007 06/30/2007 CINCE 06
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When toggling between employees, be sure to verify the
employee name on the left task pane to ensure you are viewing

the correct employee’s pay results.
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Payroll Results

=
FPersonnel number  Edit Goto  Tables Systerm  Help

& B A HICEQ ERE BnaREE @

Display payroll results

Selection

R 1= [ EE (R

toll Results Richard Wells § LISA

|R|For-Peri_[in-Period|StartFe

|EndrF

03.2007
03.2007
04.2007
05.2007
06.2007
03.2007
04.2007
05.2007

Fersonnel number |

all results from

& |F| ] a3Fa 8 IR E

Personnel numbers selected Pa

Re] Pers.No.IName | C| mt date

@ 593000512 kathy Mardick O|§3i30r2007

D 30000038 Richard Wells P §3/30/2007

@ 88271412 Robert C Daly P @4/30/2007
P @5i31/2007
P §6/29/2007
A R3i30/2007
A 40302007
A|pai32007

03.2007
04,2007
04.2007
05.2007
06.2007
07.2007
07.2007
07.2007

03i01/2007
0300172007
0440172007
nsi01r2007
0610172007
03/01/2007
0410172007
05i01/2007

03531
03731
04/30
05731
06/30
03/
0430
05731

= beacon

Narth Carolina

he State Controller

Slide 83

Click on employee name listed on left to view a list of payroll

results on the right. Each payroll result presented on the right is
coded with a status that indicates whether the payroll record is

old or current.

Status Indicators:

*+ A - Used for a payroll result generated by the last payroll
run. The result is current (actual result of current payroll).

* P - Used when a payroll result has been replaced by a
new record during a retroactive accounting run. It then
becomes the predecessor of the current record (prior or

previous result).

e O -Used when it has been replaced by at least two
retroactive accounting runs; that is, the record is no longer
current, nor is it the predecessor of the current record (old

result).

Notes:
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Payroll Results

TG

=
FPersonnel number  Edit Goto  Tables Systerm  Help

& B A HICEQ ERE BnaREE @

Display payroll results

Selection

all results from

Fersonnel number |

& |F| ] a3Fa 8 IR E

Personnel numbers selected

R 1= [ EE (R

Payroll Results Richard Wells f LISA

Re | Persio.|name | clpmtdate  [R|For-Peri [in-Period|starsFF  [EndiF
D 93000413 |Kati Mardick 0[0330/2007 | (032007 (032007 |03/01/2007 03731
D 90000038 Richard Wells P|02/30/2007 | 032007 042007 03/01/2007 03731
1@ 98271413 |Robert C Daly P|04/30/2007 | |04.2007 |04.2007 |04/01/2007 04130
P|053/2007 | (052007 052007 |0A01/2007 05731
Pl0B/z0/2007 | |DB2007 02007 D6/0T/Z007 |0B/30
Al0330/2007 | |03.2007 |07.2007 |p3i01/2007 |03/31
Al04j30r2007 | |04.2007 |07.2007 |p4i0112007 | 04730
al0sj31/2007 | |05.2007 072007 BSi01/2007 |0s(31

beacon

Narth Carolina

he State Controller
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When different dates exist for the for-period and in-period fields,
a retro-calculation has occurred. A retro-calculation indicates
that a change has occurred in a pay period in which a previous

result already existed.

Notes:
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Payroll Results

TG

@ beacon

rth Carolina
tate Controller

=

FPersonnel number  Edit  Goto  Tables Systerm  Help

(V] B AHICERICHE AT L8RE @M

Display payroll results

Selection
Personnel number
all results from

|G

.E.|?|I ﬁ|ﬂ|ﬂml||

Fersonnel numbers selected

[ [& =] ] ¥ | [ (AT M F o] (S]] ]

Re I Pers.No |Name I

Payrall Results Richard Wells § L iy Musck  8uq e 00087 am172007 - 08063007
N [Nems__ . T
2 0

clpmtdate  [R[ForPer [In-P G5 B

@ 93000512 Kathy Mardick
@ 90000038 Richard Wells
@ 98271412 Robert C Daly

0 03r30r2007 03.2007 |03.2 7T Reguiis Table 1%

| |RT_ Sesults Tatile (Colipsed Dpl) 18
P 0353052007 032007 |04.2 a7 Rexils Table 08
P 0453052007 042007 042 \L:
P 0af3112007 052007 052 s Aeroars

- | | DT Deszesnng ot aken
P 062872007 WE‘ NVEREION nformatan oh Craaben
A 033002007 | (032007 |07 reia el

A 0473012007 | |04.2007 (072

Aasigemant

Several payroll tables could exist for a payroll result. The
common tables that will be discussed in this class are:

«  WPBP - Work Center/Basic Pay
e RT - Results Table or RT_ - Results Table (Collapsed

Display)
. ARRRS - Arrears

. DDNTK — Deductions Not Taken

V3 041108

A D&3172007 052007 |07 :::H :
Double click the payment date to %_
view the payroll tables related to wose 1
that payment date.
Slide 85
Notes:
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Payroll Results

Table WPBP — Work Center/Basic Pay

=g Lo
List Edit Goto System Help

@ DOaH a8 SHE DDOaD B @M
Tables / field strings of payroll result

Payroll Results

Personnel No. 93000512 Kathy Mardick - USh

Seq. number OB067 - accounted on B6/26/20087 - current result
For-Period 06,2007 (06/01/2007 - B6/30/2007)

In-Feriod 07 2007 (Fin.: B7/31/2007)

Table WPEP - Work Center/Basic Pay

No  Start End Action Aetion Text ActRen  Cust Enpl SPay.  Active Cold  Phrea
PersSubfr PCostCenter EEGrpg  EESubGrp GrpGalRule Position  Busfrea  OrgHey EmplCont. OrgUnit Job
GtatTime PUWSRule EMPX Chays  WDays  WHrs co1u up1y WH1W WkHrs  Caplev PSType PShres PSGroup
FSLevel CostDist DynDWS WkHrs  WkDays Funds Ctr Fund Func frea Grant Segmen
81 0B/B1/2087 06/30/2007 73 Leave of Absence (NC) 89 3 1 x NCBt 1801
Wead 1800000000 & Bl 3 59900929 1808 1801185100008 TC 19900908 30002163
1 DOTNBEGN 160 00 3008 21 B0 168.08 3080 21.08 168 80 173.30 108008 O1 a1 GRES

GR b3 9.00 o.o@ 181210001 G0E0000006000001
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Notes:
This table is created due to the following infotypes:

* 0001 - Organization Assignment
0007 —Work Schedule
* 0008 — Basic Pay (Earnings)

173.33 = Target Hours
(2080 / 12 = Average Monthly Hours Worked)

Planned Hours
 CbDays = Calendar Days
*  WDays = Work Days
e WHrs = Work Hours

Actually Worked
» CD1W = Calendar Days
*  WDI1W = Work Days
*  WH1W = Work Hours
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The Results table is where the final payroll results are stored.
This table represents technical wage types that are generated
during the payroll process.

The RT (Results table) has two different views: expanded and
collapsed. They both have the same data but with a different
view of displaying the data.

This table will list all of the various technical wage types used to
process payroll with amounts.

Wage type /101 represents Gross Pay, 1000 — Regular Pay,
1100 — Salaried/Hourly Pay, 1200 — Regular Hours, /559 - Net
Pay

Notes:
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The ARRRS Table, also known as the arrears table, contains
the deductions that are carried over to the next payroll period.
When circumstances arise and there is insufficient net pay to
deduct all the mandatory and voluntary payroll deductions, the
system will determine how to handle deductions based upon
configuration. If a deduction is marked for arrears, the non-
deducted amount of the wage type will be stored in the ARRRS
table and recovered in the next payroll cycle if possible.

Currently arrears processing is only used for the State Health
Plan.

Notes:
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The DDNTK table, also known as the Deductions Not Taken
table, contains the deductions not taken during the current

payroll.

For regular deductions that do not display in the ARRRS
(Arrears) table but display in the DDNTK (Deductions Not

Taken) table, the employee should contact the provider directly
to submit missed payments.

V3 041108

Payroll Result
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Notes:
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Instructor Demonstration # 4.1

« Display Payroll Results — PC_PAYRESULT
— Use PC_PAYRESULT to display payroll results for Kathy
Mardick, Robert Wells, and Robert Daly.

Slide 90

N =

o u

©

10.
11.

12.

13.

14.

15.

16.
17.

18.

Type PC_PAYRESULT in the command field.

Select the Personnel # Multiple Selection button.

In the first Single Selection field, click on the Match Code
button.

Search for the Mardick* by clicking on the Start Search button.

Select Kathy Mardick from the list and select the copy button.
In the second Single Selection field, click on the Match Code
button.

Search for Last Name Wells*, First Name Robert* by clicking
on the Start Search button.

Select Robert Wells from the list and select the copy button.
In the third Single Selection field, click on the Match Code
button.

Search for Daly* by clicking on the Start Search button.
Select Robert Daly employee #70163260 from the list and
select the copy button.

Press the EXECUTE button to populate the Personnel
Selected field with the three employees names and numbers.
Select Kathy Mardick from the list on the left side of the
screen. Kathy's Payroll Results information will display on the
right.

Select the row (Pmt date 01/31/07) and click on the Display
Overview button.

Select the WPBP Table row and click on the Display Contents
button.

Press the back arrow to go back one screen.

Select the RT Table row and click on the Display Contents
button.

Press the back arrow to go back one screen.

Notes:
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Exercise #4.1

e Display Payroll Results — PC_PAYRESULT

In this scenario, assume you need to display payroll results
for Kathy Mardick, Robert Wells, and Robert Daly.

Slide 91

Exercise 4.1: Payroll Results — PC_PAYRESULT

Scenario: You need to view the pay results for Kathy Mardick, Robert
Wells, and Robert Daly and answer the following questions below.

Work Instruction: Payroll Results - PC_PAYRESULT

Questions/Results:
1.  Which employee does not have any payroll results?

2. Display Kathy Mardick’s actual 01 pay period 01/31/2007 RT
table. How much was her total gross wages?
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ZPYRO001 Mass printing

1.

Select the run date from the drop down.

2. The ID field will default from the run date selected.
3.
4. Save this as a variant.

Select your org unit and personnel number ranges.

Notes:
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The History tab page in the Off-Cycle Workbench displays an
extract from the payroll cluster containing the most important
information on the employee’s payroll results.

Payments that you have replaced with a check and payroll
results that you have reversed are indicated.

To see more detailed information, you can display the rem
statement for each payroll result by highlighting an individual row
and clicking the Rem statement button.

For payments, you can display the following information:

Check number, house bank and company account

In the case of reversed payroll results - the reason for
reversal and the administrator who carried out the
reversal

In the case of replaced payments - which payment was
replaced by which check

Notes:
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Instructor Demonstration # 4.2

« Off-Cycle Workbench — History - PUOC_10

— Garry Marshall has called regarding several pay statements he

doesn’t understand.

beacon

I8 North €

b olina
Office of the State Controller
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Type PUOC_10 in the Command field.

Search for Garry Marshall using the matchcode and click
the copy button. Press ENTER to populate the Work
Bench Header with Gary’s information.

Select the row with Garry’s 01/31/2007 pay statement
information.

Click on the Rem. Statement button. Garry’s payment
statement will display.

Click on the back arrow.

Click on the Print List button. The Payroll History screen
will display.

Click on the back arrow.

Notes:
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Exercise # 4.2

e Off-Cycle Workbench — History — PUOC_10
« PUOC_10

Garry Marshall has called regarding several pay statements
he doesn’t understand.
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Exercise 4.2: Off-Cycle Workbench — History — PUOC_10

Scenario: Garry Marshall has called regarding several pay
statements he doesn’t understand.

Work Instruction: Off-Cycle Workbench - History

Questions/Results:
Display Garry’s 01/31/2007 pay statement.

1. What is the net pay on this statement?

2. What is the total deductions?

3. Using the print list feature what payroll period does the
01/31/2007 cover?

How was he paid, direct deposit or check?
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Notes:

The wage type reporter tool is a flexible tool for wage type
calculation. You can display wage types for a specific period
with in-period and for-period views. The evaluation can be
formatted using the list viewer and exported to an Excel file.

* Use Wage Type Reporter to evaluate wage types from
payroll results for a selected period

» Also evaluates basic enterprise and employee master data
» Can compare previous periods and output differences
e Limitations

— Cannot output most master data on an employee

— Cannot output YTD totals

— Cannot output tax totals
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Notes:

The standard selection fields for this report are in the Selection
group. You must complete at least one selection area in order
for this report to run successfully.

This evaluation report can be executed for the following:

* A single employee

« A group of employees

« Agency (Personnel area)

* For a selected period

» For a specific payroll run (i.e. regular, off-cycle)

» Compare a regular payroll run with another payroll run

» Overview of wage types for an in-period view or a for-
period view

* Read and evaluate archived payroll results

V3_041108 Page 97
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Choose the date range using payroll period(s) for desired
results. You may choose to enter a payroll type to run. For a
regular payroll run, leave blank. For off-cycle payroll run, enter
A for Bonus payment, B for Correction run, or C for Manual
Check.

By using the Payroll Period button, you can enter a specific
payroll period to view. You must enter the payroll period number
and year. You can also choose an Off-cycle payroll by filling in
the required criteria.

Notes:
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If you choose to run the report by a regular Payroll run, you must
enter the Payroll Area, payroll period and year. You can also
compare one pay period to another pay period by selecting the
comparison payroll checkbox and filling in the Payroll Area,
Payroll Period and year as well.

If you desire to run the report to capture an off-cycle payroll, you
must select the Off-Cycle Payroll Run. In the Special Run field,
you must type the payroll type and the payment date of the off-

cycle payroll.

Notes:
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This section will be relevant to the dates that you have selected
in the Payroll interval fields.

In-view payroll periods: Payroll period (i.e. start and end date
of a period) in which a payroll result is created

For-view payroll periods: Payroll period (i.e. start and end
date of a period) for which a payroll result is created

Example:

If you have selected a payroll interval of 01/01/2007 —
03/31/2007, the system will display all payroll results created IN
this period, according to the payroll type you specified. A
payroll run IN February 2007 FOR December 2006 would be
included in the example, however, a payroll run IN May 2007
FOR February 2007 would not.

Notes:
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Notes:
You must specify a wage type in order to run this report.

If you desire to run more than one wage type, you can select the
multiple selection icon and list the different wage types.

You can choose the Object selection button to specify which
columns should display in the output list and which objects
should be hidden.

Common wage types are:
e« /101 - Gross Pay
e 1000 — Regular Pay
e 1100 — Salaried/Hourly Pay
e 1200 — Regular Hours

Note: When choosing the Personnel number field, the
employee’s name and personnel number will be displayed on
the report.
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This report allows for the following outputs:

The SAP List Viewer enables:

¢ The use of pre-defined SAP standard and custom
created display variants

e Sorting of data
« Filtering of data
e Totals and subtotals

The ALV Grid Control enables:
» use of predefined SAP standard layouts
e creation of layouts
e carry out sorts

* sorting column value lines in ascending or
descending order

e setting filters
« displaying lines that fulfill certain criteria
e creation of totals and subtotals

Using the Microsoft Excel output will download the
onscreen view of information to an Excel Spreadsheet.

V3 041108

Notes:
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The report is now displayed for viewing, printing, or
downloading. You can hide some of the columns by clicking on
the Change layout icon.

You can select as many options as you desire to hide. The
columns listed in the Hidden fields table will not be displayed in
your report. You can save this display layout to be recalled each
time you run this report. This will eliminate you having to hide
columns each time you run this report.

The report displayed above was created using the custom
variant, HR_CH: Wage Type Capitulation Variant. Using this
variant will automatically create totals and subtotals. If your
report is similar to the view above, the variant wasn’t used.

cocd JPA Patex Jsubar_ JPstet o  Longtext Trore = Humber of 2 Amount|

NGO 0201 Judicial Branch NCO1 | 7dayMarm M01  Total gross 200705 0.00 99,954.00 |[+]
101 & - 0.00 = 99,954.00 [+
102z 4010k Wages  |200705 0.00 99,954.00
noz &, . 0.00 = 99,954.00
1108 |ER beneft contribut| 200705 0.00 12,186.13
108 o, . 0.00 = 12,185.13
f110 [Net paymentsiDedy| 200705 0.00 31,134.98
10 &, - 0.00 = 31,134.88
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Notes:
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Instructor Demonstration # 4.3

¢ Wage Type Reporter — S_PH9_ 46000172
— Run the Wage Type Reporter to answer agency specific

questions.
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Be sure to use variant explaining the variant is sorting and
grouping report information as well as totaling and
subtotaling data.

Type S_PH9 46000172 in the command field.

Click on the Get Variant button.

Select variant: HR_CH:Wage Type Capitulation.
Personnel Area field: 1801 - Juvenile Justice Delinquency.

Payroll Area: 01 (Monthly) (Note: Type 01 in the Payroll
Period portion of the screen).

Period Selection: Select Other Period, Type 01 2007 in the
Payroll Period and Payroll Year fields.

Click on the Execute button to run the report.

Note: If time permits, it might be helpful to demo this report with
and without choosing the variant.

Notes:
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¢ Wage Type Reporter - S_PH9 46000172

In this scenario, assume you want need to run wage type
reporter to answer agency specific questions.

ExerCise # 43 Office of the Stsie Gontraller
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Exercise 4.3: Wage Type Reporter — S_PH9 46000172

Scenario: Run the Wage Type Reporter using the HR_CH: Wage
Type Capitulation Variant, Personnel Area 1801, Payroll Area
01, and Pay Period 01 2007.

Work Instruction: Wage Type Reporter —S_PH9 46000172

Questions:

1. Whatis the total wage type calculation for the Juvenile
Justice Delinquency (PA 1801)?

2.  What is the total amount of wage type 1000 (Regular
Salary), personnel subarea NC01(7 day Norm)?

V3 041108
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The payroll journal contains detailed, selected payroll date for
several employees for whom payroll has been run in a particular
time interval or a selected payroll period.

You can use the payroll journal to:
« Identify errors that have occurred during the payroll run.
» Cumulate payroll data belonging to an organizational

unit.

» Track the development of data over several payroll
periods.

* Have an additional, detailed control medium for
revisions.

Notes:
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For this report, two custom variants have been created.

« ZPROD-BIWEEKLY - Used to display Biweekly payroll

+ ZPROD-MONTHLY - Used to display Monthly payroll

Notes:
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When executing the payroll journal you can choose to execute
this report for any existing payroll period in SAP. Using the
Further Selections button to narrow your selection criteria.

Notes:
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If you only want to print totals, be sure to check the box for Print
only totals sheets.

To determine how to delimit or categorize the totals, choose
Delimitation. You must choose the Delimitation Sequence
(order), then choose which fields you want to display subtotals
and totals.

Notes:
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Wabe ' Patty INTAD.0201-NCE1-J.U PayRate: WatPay: 109153 GrossPay: 2,290 58 € Tax:
Fod Tax WS Single  Exeaption: 08 ER Tax
EarmingE—————Hf80unt  Ta Earnings AROURT. [ AnGunt
1101 TotGross 2.200.50  Total Tax EE a2.84 1110 PayiDed 556.21-
SLAY Regsalry 2,000.00  FED 2005 PROPre 0.00
1325 PdWolida 1681 68 Wi EE 1,544, 37 16741 3108 Pachen 17 . 84-
OASDI EE 2,162.56 134.88 3115 ADDPreTx 8.80-
HedcarEE 2.162.56 .35 325 FlxltPre 5.40. -
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€& beacon

Payroll Journal .
=

List Edit Goto Systemn Help

& sfaHCaq BHE dhan B @

Payroll Journal

Company Code: MCOM1  Cost Center: * PPEegin: O7/01/2007 PPEnd: OF/31/2007 Check Date: O7/31/2007 Page 76 i
orglnit QE008a00 Personnel Area: 8781 Personnel Subarea: * Fayroll frea: * Period: OF/2087 bl
Sum of the structure
Earnings—————tnount Ta Earning: Amount Deductions——————tmount NetPay
181 TotGross 23,987 08 Total Tax EE 6,702.78 1118 Pay/Ded 3,681 71- 13,702 .58
SLRY RegSalry 22 ,879.68  FED 3008 SHPPre 0.00
1325 PdHolida 1,107.32 W/H EE 20,405.28 3,567 .62 3005 PPOPre 39.54-
OASDI EE 23,022 76 1,483.20 3025 TriCPreT 0.00
HedcarEE 23,0822.78 346.88 3115 ADDPreTx 22.00-
NG 3125 FlxLfPre 2.70-
W/H EE 20,405.29 1,305.00 3200 TSERSEE 152.30-
3215 ORPEE BAG 17-
3380 4A1kPreT 280 . 00-
3318 457PreTx 280 . 00-
3359 TCrf403b 2,500 00 =
3360 ¥ald4ddb 3e0.00- =
3361 WInvt403 1,800.00- =
5
[AD I [0

[ b [ Pooo_mro_cLom B[ bettamz [ins | 7

The above yellow shaded area is subtotaled for Company Code NCO1,
Personnel Area 8701 for Payroll Period 07 2007.

Slide 111

Notes:
When the scrolling the report, yellow portions represent
subtotals or page totals. To determine what is being totaled,
examine the blue shaded area.
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N o o s

10.
11.

12.

13.

14.
15.

Instructor Demonstration # 4.4

e Payroll Journal - PCO0_M10_CLJN

totals and subtotals .

— INFORMATION (most often obtained):
+ Personnel No
» Personnel Subarea
» Personnel Area

» Payroll Area

— Payroll has been run. You need to run a payroll journal to verify

Slide 112

Type PC0O0_M10_CLJN in the Command field.

Click on the Get Variant button. The Find Variant window will display.
Remove your name (student ID) in the Created By field and click on
the Execute button. The Variant list will display.

Select: ZPROD-MONTHLY from the list. Click on the Choose button.
The Payroll Area field will default to 01 (Monthly).

Select Other Period, Type 01 2007 in the Other Period fields.

Click on the Further Selections button. The Choose Selections screen
will display.

Select Personnel Number, Business Area, and Payroll Area under the
Selections Fields Column. Use the arrow to push to the left.

Click on the Continue button.

Type 1801 (Juvenile Justice Delinquency) in the Personnel Area field.
Click on the Delimitation button. The Set Delimitation Sequence
screen will display.

Select Company Code and Personnel Subarea under the Possible
Delimitation Criteria Column.

Use the arrow to push to the right. Click on the Continue button.
Verify the Options screen and click on the Continue button.

Click on the Execute button to run the report.

Notes:
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Exercise #4.4

e Payroll Journal - PCO0_M10_CLJN

Payroll has been run. You need to run a payroll journal to
verify totals and subtotals .
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Exercise 4.4: Payroll Journal — PCO0_M10_CLJN

Scenario: Payroll has been run. You need to run a payroll
journal to verify the January monthly payroll totals and subtotals
for Juvenile Justice Delinquency - 1801.

Work Instruction: Payroll Journal PCO0_M10_ CLJN

Questions/Results:
1. What Personnel subareas are displayed on the report?

2. What is the personnel area Total Gross Wages?
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Lesson Review

In this lesson, you learned to:

Describe SAP type of reports and features.

Display the Wage Type Reporter.

Define the Payroll Journal.

Display Payroll Reports.

Slide 114

Notes:
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Course Map h'“m

s 7
Lesson 1: Payroll Processing

> -
Lesson 2: SAP Payroll Basics

; -
Lesson 3: Agency Payroll Display

: -
Lesson 4: Payroll Reports

. J

Lesson 5: Payroll for Agencies Review

Slide 115

Notes:
This lesson will review concepts learned within course.
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Course Review

The course review for this class is
designed to give you practice
searching and displaying employee
HR master data in addition to viewing
pertinent HR reports.

Enjoy!

Slide 116

Notes:
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Course Review

Activity 1

What transaction and infotype is used to display recurring deductions/payments?

Display recurring deductions/payments for Ernest Bell.
Does Ernest have a recurring deduction or recurring payment?

What is the amount?

Activity 2

What transaction and infotype is used to display additional payments?

Display additional payments for John Robinson.

Slide 117

Notes:
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Course Review

beacon

arth Carolina
tate Controller

Activity 3

Display the actual result for 01 2007 payroll period RT Results table for Robert
Wells?

What is the amount of Wage Type /101?
What does wage type /101 represent?

What is the amount of Wage Type 1000?
What does wage type 1000 represent?

Activity 4

Execute the Wage Type Reporter for payroll area 01, 01 2007 payroll run, and only
include wage type 1000.

Note: Remember to select the correct variant.
What is regular salary total for Labor, subarea NC01, 7 day Norm?

What is regular salary total for company code NC01?

Slide 118

Notes:
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Course Review

In this course, you learned to:

« Display agency specific infotypes.

« Define payroll processing specific terms and concepts.
» Display the wage type reporter.

« Display and examine the payroll reports.

* Describe and execute the Time Administrator Role.

Slide 119

Notes:
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Level 1 — Course Evaluation

Level 1 evaluations are used : :
by the BEACON Training E ' 0T Ye .
Team to ensure students are

experiencing their instruction
in an environment and method
that is conducive to learning.

— Welcome Owen Auman = -

o

Course Evaluations:

s Level 1 Evaluation for 300-level
COUrses

Slide 120

Notes:
Level 1 Evaluations

The Level 1 evaluation for 100 and 200 level classes will
continue to be accessed as directed in previous instructions
(Learner Home Page > Learn > Evaluations).
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Level 2 — Course Assessment

(= SumTatal - Learnsr Hame Pago - Windows Intarnot Explarer pravided by DSC

@ ~ |8 Moo, sorndionory .- J o v 4 K

[ [ Vew Fgeoies  Took e ) 05C Uinks

S| 8 SumTokel - Leamer Home Page .

::::::
Search:

Getting Started 2|
* Chanos ev geshils
m e T craderercan
* \iew my R0 SrARSEACE

BEACON University website.

prerequisite, so the curious user will not be able to launch the

assessment before completing the class.

Access the Level 2 Assessment from the Core Users link on the

— Level 2 assessments will have the corresponding course set as a

Slide 121

The assessment is listed on a learner’s Training Schedule. The
Training Schedule can be accessed from the Learner Home
Page within the Core Users section of the BEACON University.

Follow the menu path Learn > Training Schedule as shown
above.

Continue to the next slide for additional instructions on how to
access the Level 2 Assessment.

Notes:
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Level 2 — Course Assessment (continued)

|||||||||

H| VN 020

L@ bracc

N

troller

Training Schedule

0&Ee @ Name Region Start Date End Date
| B T @ Test Offering: A BBBB Evaluation (L2) 10/10/2007

O B [ @ Test Offering: AAAA Evaluation (L2)

O 9/18/2007

O 8/17/2007

to its title in the table. The assessment will open in a new
window, similar to the web-based training courses.

Launch the assessment by clicking on the green arrow icon next

Slide 122

All Level 2 assessments will be titled with the course code
followed by “Evaluation Level 2” so that they may be easily
distinguished from the actual class listed in the schedule.

Depending on their security settings, the learner may be
asked to allow an Active X component to run.

After selecting an answer for each question, click once on the
Score my Quiz button at the bottom of the screen. The user
will receive feedback for each answer they have chosen and a
statement of the number of correct answers.

A dialogue box asking learners to choose to open or save the
file ContentAdaptor.asp may appear for learners with
moderately restrictive security settings. Learners should click
the Cancel button on the dialogue box. This will not interfere
with the learner’s score and completion status being sent to
the LMS.

Learners should close the assessment window by clicking the
X in the upper right hand corner. After returning to the LMS
window, the LMS will load a page that reflects the user’s
score and completion status. Learners may click the OK
button at the bottom of the screen to return to their Training
Schedule or they can click the Log Off link in the upper-right
corner of the screen to leave the LMS.

Notes:
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Next Steps

*  Monitor BEACON communication
» Review conceptual materials
» Access BEACON help

— Access from an SAP transaction

— Access on line at http://help.mybeacon.nc.gov/beaconhelp
» Practice what you've learned

— URL: https://mybeacon.nc.gov

— Client 899

— Use your current NCID user name and password
» Schedule Practice Sessions

— Transition Centers

— Schedule a practice session

Slide 123

Continue to monitor updates on the BEACON University
website for information regarding the project and future training
that you are scheduled to attend.

Review your student guide to ensure you are ready for go live.
Keep the materials close by as a ready reference.

Want to practice what you have learned from your desk?

Follow the link provided above to access the training
client on the BEACON website. The training client is
number 899. You will be denied access to other training
clients, so ensure you enter the correct client number
before attempting to log on for your practice session.
Your current NCID user name and password are used to
access the practice environment.

Need transactional assistance after go live?

Remember to access BEACON help when you need
assistance in completing transactions. As stated above,
the work instructions can be accessed either on line or
by clicking on BEACON help from within an SAP
transaction.

Notes:
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CONGRATULATIONS

You have completed the course

Please complete your course evaluation!
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Notes:
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